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FOREWORD

This worktext has been developed for the junior high.

school student.:- Its purpose is to help young people assess

their personal attributes and understand how they relate to

future employability. The book aims to present factual pre-

occupational information and provides activities that will aid

the students in evaluating themselves.

Start Planning Ahead Now is for utilization in the junior

high school component of the SPAN Project - An Accelerated

Project for ASystenis Program Approaching Non-Unemployment of

Vocational Students. This exemplary project in Voca,tional

Education is funded under Part D of Public Law 90-576, Project

Number 0- 361 -0115, and Contract Number OEC-0-70-5181.

James E. Hugueley
SPAN Project Director
Memphis City Schools

( /

.411 iam I. Cal Ian
Asst. Superintendent
Department of Instruction

4

Developed by:

Grace Williams
Curriculum Specialist
SPAN Project
Memphis City Schools

21f, ;-

W il 1 i am A. McGinnis
Director
Division of Vocational Education



ACKNOWLEDGEMENTS

We would like to acknowledge, first of all, the assis-
tance of Mrs. Elice Harris, Guidance Counselor at Hums Junior
High School, for the help she gave in developing this work-
text.

Credit is given to the following persons for their gener-
ous help and technical assistance in getting this book ready

for press.

SPAN STAFF
fr

Barbara DeLee Illustrations

Doris Flowers Typing ,-

Karen West Typing

'Katherine King Critizing Copy

STUDENT ASSISTANTS

Phyllis Alexander Illustrations

Jaunita Long Typing

Shirley Walker Typing



,

TO THE STUDENT

This worktext, Start Planning Ahead Now,As written for

YOU, the junior high School student. Its purpose is to help

you'discoveryour personal, qualities and understand how' they

can help you in the selection of a vocational goal.

The emphasis is on the development of personal traits

that will make youmore employable no.matter what career you

choose. Each topic gives factual information about these

qualities and an assignment which 'will help you to, evaluate

yourself.

The last part of the worktext gives some information

and practice activities that you, as a future job hunter

should begin to learn, such as, securing a social security

card. Learning to feel out an application form, and how to

respond during an interview will help you to develop poise

and self-confidence.
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51'4E7 PLALKIIKIG 41-rAP LIOW

Take advanta-gi'of your education now, so you will be prepared

to work toward the job or career of your choice later.
,

1
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,WHAT";16 SCHOOL FOR?

School is for YOU: for helping you to be the most that

you can possibly bee; for helping you to develop qualities
.

that will prepare yoti for the wor1,4 of work.

If the saying "Money Talks" has any truth to it, theti

school is for helping you to earn more money. .Statistics

show that,' generally, the more education y*O'u get the more ,

money you'll make. For example, with a high school ..e kcation'

you will earn about a hundred thousand dollars more in4V.,,life-

'time than You, would if you dropped out in the 8th grade. So

school is for giving you an'opPortunity to make an investment

in your future.

School is for a lot of other things:

ASSIGNMENT:
On the opposite page

l. Make a list of things that you 'think school

4 is for: '

z.

2. List the personal attributes that you hope

to acquire through your school experiences

that will prepare you for a career.

2
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I. .I think school is for:

,

';)

a

U. Qualities that I hope to acquire that will prepare me
for a career:

3



You are now engaged-in a very

important and exciting 'accdpation-
\:

the career of a studenf4 Your

workshop can be the classroom,)labt

A
''. library, or your home. Much of

your time on, the job will be spent

in the class'room under the gui-

Aance of a well-trained teacher., 'Through carefully planned

\l,esson5, you will.ber TUided,through-a course of study.

i'here will be U,mes when y&l.t. will become confused and

discouraged,. When this happens, remember that your teacher

.can be an itivaluat;le friejnd;Wha will, help and advise yO4.

To 'have a 'uccessful career.as,a student, you ,must

pay close attention as your teactr ar another student

discusses a topic. But .juSt li5teningjs not enough, you

must think about what is being said so.you can capture the

main points of the lesso\f\. Make notes of 'important ideas.
.

Although much of your\tiftle on the job will be shared

with your teachers and classmates, k'good2*2ed portion

of your working time 0..11 be slent in homework assignments.

This phase of your work requires the development of good

study habits.

4
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"y Daily Schedule:

"orninq

T
, 1 rie

.

- :-.T

7:00 8:00

3:00 - 9:00

9:00 -10:00

10:00 -11:0C

11:00 p12:00 o

,

Q .

, .

,

,-

Afternoon:

Time Activity
., 12:00 - '1:00

1:00 - 2:00
..

2:400" - 3:00

3:00 - 4:-00,

. 4:00 - 5:0,J

.

5:00 - 6:00 0

N.

.

.

,

6

. ,.

. ,

.
,

.

, ,

,

;

Evening: ,
.

Time

z,-

.

'

.

,.,

,

Activity

.

.

6:0D - 7:00

7:0.0 - 8:00

8:00 - 9:00

9:00-10:00

Assignment:

Plan a twenty-four hour schedule. Include
time for leisure activities,home chores,
and study period.

6
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TAKE A G-0-0-0 LOOK AT YOURSELF

Appearance
L..

Before you open, your mouth

to spea:', your appearance
...

has spoken for you. Would

you like to be your friend?

Would you speak if you were

a stranger? Would you-hire

yourself if you were an

employer? Most of all do

you really like the way you look?

Few people are prefectly happy with the shapes of their

mouth, chins, noses, and faces. This is a natural feeling,

because those physical characteristics were inherited from

your parents. There is very little you can do about those

things. Besides, growing up is learning to accept things

that can't be changed and changing thos'e that can be changed.

The following is a trail you might like to take to improve

yourself and get to a happier you.

7
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Your Cleanliness

This is the most important stop along your trail to

improving your personal appearance. If your body, face,

teeth or clothes are not clean and don't smell fresh you

will be offensive and people won't like to be near you. Is

keeping your face and teeth cle-an, taking a daily bath and

using deodorant really a lot to do to be nice to be near?

100

There is nothing more
important than a good .

scrubbing with soap and
water at least once a day.

9
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MY PERSONAL HABITS

1.. I take a bath or shower
several times a week.

NEVER SOMETIMES USUALLY ALWAYS

2. I scrub with soap and
water at least once a
day.

a

3." I wash my face every
morning.

4. I give special attention
to cleanliness by using
a deodorant daily.

5. I brush my teeth in the
mornings and after meals.

6. I use a mouthwash.
---

. I keep'my hands away "\
from my face and avoid
squeezing or picking
at pimples.

8, I keelf my fingernails clean



Other Good Health Habits

The Lightbulb amily

/

When we feel good we
LIGHT UP inside

Your health tells how you feel inside. If you feel.

good (just like the Lightbulb Family) you light up. You

radiate with an inner glow that shows qtraight thru to the

outside where everyone can see. Good health is something

that can't be taken for granted. It must be worked at and

taken care of daily to keep that glow and your bddy going

so that you can start planning ahead now to-- become the person

you would like to be.

ti
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et Enoulh `jeep

1;y the time you reach adulthood, only you know how much

sleep you will need to feel rested, but now your parents feel

responsible to see to your being well rested. Eight hours of

sleep is recommended because while you sleep, your muscles,

nerve tissues, and all your, body organs are-resting. During-
P

the ddy you are running down your battery and with the proper

sleep you recharge yOur batteries for the next day's activities.

So get enough sleep tonight and every night.

Plan for Exercise

Exercise is an important part of your

.appearance. It keepi muscles toned and

from becoming soft and flabby. It also

plays a part in good posture, circulation,

digestion of food, and elimination of bolly wastes. Exercise

comes in many forms: active sports, running, walking, bike

riding, the simple 1,2,3 exercises on the flopr, or many others.

Exercise can be fun. It keeps you fit so that you can start

planning ahead now to become the person you would like to be.
12

20



Food is like sleep. You can't live very long without*

it. If you don't eat the right kinds of food in the prop-.

er amounts, you will soon begin to,see the results. Food

helps provide:

f
LLisimb.-Liiii.

---

II 11

DOMEKk U5C1S.. Lt,teGy
DUILI2g.Z5 DUILDCZ S

wN

2 or more servings

wirelAnsti.wAwmmor
cheesewith dry beans.
peas, nuts as attenuates

Use Daily:

4 or more glasses Teen-agers

2 or more glasses Adults

Cheese, ice cream and other milk.
made foods can supply part of the milk

S

Meat
Group,'

"
Vegetables
and Fruits

4 or more servings
Include dark green of
yellow vegetables.
cdruschuit of tomatoes

21
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Food also helpt you

fight illness and disease,

so tha't you can grow into

a strong. healthy adult.

FOOD IS GOOD FOR YOU
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EAJ THE RIGHT FOODS

.;Igoment

Write out the foods you ate and drank yesterday.

2. Make up a well balanced menu and indicate the number of servings
eaen. For example:

Food Groups(number of servings eaten

Milk and

i

Milk Products
Fruits and
Vegetable

Meats and
Meat Subst.

Cereals
Breads

\

.1.

1 1
.

0(dorle Juice
pcij

1 Th'.ice toast
1 slice bacon
1 glass milk

.......

Lunch lima.
,

Vegetable Soup
ham ,:,indwich
1 Mass ,milk
1 apple 1. .

'ot#toes
1.

.

Porl: Chops
Torillo Green
Candied 'Sweet
Cdrn Bread
1 glass tea
ice cream

L.o.AXAS

Coo!,:j?..s.

Milk

I
Total intake 4 servings. 4. servings . 5 servinjs 5 servings

In comparison to what the minimal daily Tequirements are (on the
Guide to Good Eating) how does this person rate? Complete the
following two exactly like the one above. How do you rate?

'14
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es

MY FOOD RECORD

. ,

Food I .

ate today
Food Groups (indicate number of servings eaten)

Milk and
Milk Products

vi.

Fruits and
% ,Vegetables

Meat and
meat Subst.

Cere,a1
Bread

Breakfast tienu

,

___

.
.

.

Lunch Menu

. ,

,

.

,

)inner Menu

.

,

.

i

.

.

0

K

Snacks

.

,
.

.

..

.

/
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GOOD GROOMWG

Next to cleanliness comes ,good grooming.

To be well groomed' means to look

_like you respect yourself and want

the respect of others.-.If you can answer

yes to the questions below then you are

probably well groomed.

I. ,Are you always appropriately dressed?

2. Do you keep your shoes shined and re-
paired?

3. Do you change your socks and underwear
several times a.week?

4. Is your hair always neat and clean?

5. Is your make-up natural looking and neat?

6. Do you maintain good posture by standing
straight and sitting tall?

A

16
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LEI: YOU WELL CCOOKLLE7 ?

vo you FAy
ATTAITIOLI To
31K.KIL 17Cr1s\IVD ?

DOES YOUE FOSTUCE.
LOOK, LI 1(..E T1-115 ?

THIS WON'T 'SELL' THIS WILL SELL'

\\r1-11C-1 _E2 YOL
17
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Remember, no matter how attractive your clothes or how well
. .

groomed you are, you will not be attractive to others without: ,\

A Pleasing Smile

An Interest In Others

A Healthy Look .

clelr skin

good eyesight /-



t
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MY GROOMING

.b....m.r.........--...................
HABITS

.

,

..

,

NEVER
-

SOMETIMES
,

USUALLY ALWAYS

1. I keep my hair neat
and clean. _

2. I keep my clothes neat .

and clean.
.

.

3.. I am appropriately dress-

r
ed (wearing the right
clothes, at the right time)

.

4. i keep. my nails neat
and cTean:

5. My shoes are shined and
in good condition. - . ,

6. I keep my weight under
cpntrol and watch my diet.

, .

..

7. My make-up looks. natural
and not overdone.

111111111
.

8. 'I have a general healthy
look.

.

9. 1 have a radiant smile and
clear eyes. .

10. I take an (interest 'in the
welfare of others.

19
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PERSONALITY AND BEHAVIOR

Your personality is.you---all sides of you.

Your personality makes you what you are and Rakes you

different or unique froAyeryone elie in the world. Your

self-concept plays an important part in molding your persona-
_

tity. Your self-concept is what you thinkof yourself--are you

Ir -*
neat or sloppy, or you friendly ,or unfriendly, are you honest

or do you cheat. Yn" act thP way you feel. If you feel yoU're

a nice perso,n,( you will be a nice person.

20
28
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You were not born with the personality yod have

_today. YOu have developed it through all the experiences

you have had up to this time. Therefore, you can.change

your personality'by changing your experiences. Your

personality can be good one if you choose the,right

experielites to stre)gchen and iilur0Ve it.

Start planning now to improve your personality, it

will surely help you in getting along better with others

at school and on a job later.

Do let your behavior show that you feel good about

yourself; that you have a good concept; and that you like

yourself very much.

29



'PERSONALITY.RATING

ASSIGNMENT: Rate your personality. The cul pose of this LES:t

is to help y,ou determine your own strenoth3 and

weaknesses co that ycu can begin working to

prove youryour personality.

Read each statement; thirk about it, th,:n check

one of the headin4s t"e

The more checks falling under "Always or "Usui,l,

the better you score. Then begin to dark to

change your bad points.

NEVER

I. I try to get recognition
in ways that are approved
at home and school.

SOME! IMES L'SJiAl ;,,A

2. I feel comfortable with
people and enjoy their
company.

3. I feel that people are
friendly to and like ole.

4. Others seem to be happy
to include me in'their
cr1oups.

5. I try to help ethers.

6. I say good things or
nbthing about other
people.

7. I feel I an honest.

8. I, try to improve my
personality by doing
new things daily.

22



Which Is The `Real You?

Each individual wants to have a self image or to know
., ,

who he is. He wants to be able to answer the question --

"Who am I?"

The next page will help you to answer this question.

The first column on appearance has been filled into help

you begin.

You should consider each category (working from bottom

to top) from the point of view of what you feel your father

thinks you are, what you think your friends think you are,

etc.

i Getting to know yourself will help you to start planning

ahead now'to become the person you would like to be.

23

31



I FEEL

I AM .

MY FRIENDS

THINK

AM...

ti

MY MOTHER

THINKS

I AM ...

MY FATHER

THINKS

! AM ...

WHICH IS THE REAL ME? 0

k
*i.

,f ,
, t..,.4

FOR EXAMPLE

\

rCe,..tc VAN

SELF, IMAGE

TWAV NT

DRESS

SELF IMAGE.

kJ`'3"AS )

From Penney's Forum Spring/24 Summer 1969

BEHAVIOR

SELF IMAGE

PERSONALITY
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INTERESTS AND HOBBIES

Take a G-0-0-D look at your spare time. How do you

spend it? Do you waste it just dAy dre'aming or do you have

a hobby? Hobbies are fun. They are activities,in which yOu

are interested and participate in during your spare time.

Hobbies are good for many reasons: (1) Many friend-

ships 'are developed through hobbies. (2) Family life is

made happier by sharing hobbies. (3). Careers are often

chosen by your hobbies.

It is not always easy to decide upon what work to do to

make a living. Your hobby now may help you to choose the
, ,

kind of work you would or would not like to do later. For

example, by tinkering around with old cars, a boy might decide

he wants to be a mechanic; by making clothes, a girl might

de6ide she wants to be a seamstress. It works in the opposite
-,:l

way too: that boy may decide he doesn't want to become a

mechanic and the girl may decide she doesn't want to become

a seamstress.

Hobbies can be almost anything from participating in

sports, building kites, or designing and making clothes to

25
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Collecting old stamps, cofns, painting or hiking. As long

as it interests you and you enjoy doing it, it can be your

hobby. It can help you to start planning ahead now to

become the person you would like to be.

*

,

I
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CHOOSING YOUR CAREER

What Are. My Interests?

It's not too early to ask yourself this question. _Yob

don't have to c6me up with a final answer right now but it's

a good idea to start planning ahead now for your career.'

Some authorities say that there are more than,30,000

different jobs to choose from when considering a career.

Your abilities, interests, skills and ambitions will help,

you to choose the one career that's for you.

What are your interests

now? A checklist is one way

to help you decide which work

area or, areas hold the most

interest for you at 'the

present time.

Assignment__

Complete the checklist on the next-page. Then check
the broad class,ification in which your interest falls.
Write this in the blank space below.
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Each group represents an interest area. If you have checked a ir

job in Group A, it probably would indicate that you have an

interest in mechanical thingsthat you like to work with your

hands and use tools artd machinery.

Group B might indicate an interest in numerical worka

liking for figures and mathematical calculations.

Group C represents a few jobs which could be classified as

"technical," and usually reflects an interest in work of a scientific

or engineering nature.

Gro D jobs show a preference for working with people

the sehhig or promotional occupations.

Group E jobs are clerical in natureindicating an interest in

office work and business procedures.

Group F indicates artistic interestsa liking for interpretive

activities. Dramatic and literary jobs could also be listed in

this grotip.

.30
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WHAT ARE MY INTERESTS?

If you had to select one or more of the following jobs

which doyoU think would be most interesting? Check.as

many as you find of interest to younumberingthem in

the order of your preference.

Group A Group B

0 Auto Mechanic 1p Bookkeeper

n Handy Man in a

" "Fix ItShop"

0 Shop Apprentice

0 Bank Teller

Group C

ri Laboratory
Technician

ri AnalyticalII Chemist

0 Timekeeper 0 Draftsman

Group D Grodp E Group F

ElAutomobile
Stenographe 0 Musician

Salesman

0 Sales Clerk El File Clerk Commercial

Artist

Household Appliance f---1 Comptomete Clay or Wood

Demonstrator Operator 0 Modeler

From Can I bet the Ltob? GeneralrMotors
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My Health-How Gdod Is It?

Personal Qualities Needed for A Job

(1
F6KseueUg.E_
Pk cnlete rninEl.a rne0\141 ilealTTI

Vohs.
11111111111111111111.(il

Being intelligent enough

to do a good job and being

interestech in it is not

enough. You must be physi-

cally and mentally able to

do it Different careers

require different strengths=

walking, running, standing

enduring heat or cold; good

eyesight, keen hearing, or

even just standing for long

periods of time, Some careers require steady nerves or the

ability to remain calm in emerciellri-es. All jobs require some

amount of physical and mental health, and you must have these

to succeed.

You may judge your physical health by the number of. 0

day's you have been absent from school for illness. Another

way is to think of how you felt in your gym class, or when

you played for a long period of time. If you have a de-

formity or other physical. conditions such as loss of hear-

ing, or a skin disease you should consider how this would,

effect your career choice.

32
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For job success, you need good mental health. Some

signs-of good mental health are self confidence,. the
#

ability to give and take im'wOrking with others, the....

ability to take criticism-as' well' as praise, You must be

:able to face problems, and make decisions.

In school and in outside school acti'vitle, you have

many opportunities to observe your behavior when you..can"t

have your own way. How did you act or feel when 'someone

fouled you in a game or called youa,bad name? ,What was

your responsenhen your teacher criticized. your essay?

Do you compliment your best friend when she wears a pretty

dress? I.f you always want things to go your waY,'if you

are eaten up with jealousy, can't stand to be criticized,

start changing this *now.

need good mental health.

For future career success you.

fr
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Some Job Requirements

Fill in'the-blanks.

I. Name two jobs, where very good eyesight is needed,

a. b,

11. Name two jobs where good hearing is needed.

a. .b.

111. Name two jobs where strong legs are needed.
1

a. b.

1V. Name two jobs which require a very good physical
body because of strain or exposure.

a, b.

V. Name d job where you peed a good memory.

VI. Name job where you need very gold judgement.

V11. Name a jo where you must think andact quickly.

V111. Name a job where ypu need 'a college elucation.
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What Are My Abilities?

Grades Are A Fair Indicator of"Ability

e)JeLiski
NOLDGY
1415702*y
payD 1 CS

NOME it4G

r.,

. You've heard people

say -- "He's a bright boy.

She has a high IQ." 'That

was an intelligenct thing

to do." Bright, high IQ.

and intelligent are diffe-

rent ways of saying that

a person has high abilitieS.

If you have never been

called bright or complimented for acting intelligently, it

Mesn't mean that you have no ability. Maybe you haven't

had a chance to develop your abilities. If you have lived in

a <borne where there are few books or magazines,` f you have

had no opportunity for family discussions of current topics,

your intelligence has been underfed. Intelligence is like a

.muscle Wiles to be used to be strong. It is also like your

body, it needs to be fed to'perform well.

There are many ways to determine your special aptitudes

or abilities. If you've always done your very best in school,

your grades are a fair indicator of your abilities. The tests

you take at school will measure your abilities only if you've

35
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had a chance to learn about the things that are on the test.

One of the best ways to determine your ability to do a good

job is*to artuaJly do that job.

If you feel that you haven't had a chance "feed" and

really develop your intelligenCe, start a plan now to develop

your Abilities to the fullest. Review the instructions on

how to study. When you have done your very best in every

course, then you can determine the courses in which you have

special aptitudes. Set a schedule of reading for yourself,

watch educational programs on T.N. To get some on-the-job

experience, do volunteer work in your community. When you

are old enough obtain part'-time work. Self improvement can

be fun and it also helps your intelligence to catch-up.

When the time comes, you will be able to compete for a higher

level and a.better paying job.

Assignment:

The qualifications for jobs vary. On the next page
-/-1 some physical and mental qualities are stated; write:in

the blankc jnhc nr occupations in which th.se qualities
are needed for job success:
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How Well Do I Communicate?

Success on the job, in many instances, will depend

on how well you communicate with others. At home and

with friends many peoplej end to use a dialect, but in

the world of work you will be expected to use standard
.

English. If the sentences below are correct to you,

you do not use
..

Standard English.

ASSIGNMENT:
Rewrite each sentence correctly.
Practice saying them aloud. This
will get you started to improving
your ability to communicate.

1. I ain't going
Corrected:

2. She don't have none.
Corrected:

3. They /done gone.
Corrected:

4. Give me them pencils.
Corfected:

5. I says nothing to him. f

Corrected:
Y

6. She got three egg.
Corrected: A

7. Mary, she took my book
Corrected:
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9. She none.
Corrected:

10. The dog was la/inq outside.
Corrected:

11. We do our work good.
Corrected:

12. 'John been absent all week.
Corrected:

13. They brunch a present.
Corrected:

14. He very sick.
Corrected:

15. Jean don't like it.
Corrected:

38
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. STARTING PLANNING AHEAD NOW

FLA 14So 60/41..5

The above diagram will help you to select some ten-
tative goals' and choose plans that will help you achieve
these goals. Your goals and plans may change from time to
time, but dlways,be sure to have a goal.

An example of how this might be done:

FLMQ5

%AC'
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. On the next pages, you will find some information on

filling out application blanks. It will be several years

before you will be applying for d job and have to fill out

a real application blank, but this is so important that you

should start now becOming familiar with the terms used and

rules for filling out application forms.

'Some people feel that application forms are long and

dull. But always remember that in many instances your

application is the first impression an employer will get

of you, so be sure that it is neat and accurate.

Assignment:

Study the words and phrases and the next pages. Then
fill out the application form that follows.

40
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WORDS AND PHRASES TO KNOW

There are lots of w(ros and phraL2s...on an application blank. Many
may be new to yOu." ';ore's what they meal

1. NAME:
Last First Mic'ile

Your last name is sometimes called "surname" and is your family
name-like Smith, Brown, Morton. Your first nam(I is the name
you were given by your parents-like Mary or Joe. Yovw middle
name is exactly that, the one in the middle-like Mary Ff.ancest
Smith.

2. PERMANENT ADDRESS:

The place where you usually live,

3. PREVIOUS ADDRESS:

The last place you rived before/you moved co yur preSent address;
/

4. MARITAL STATUS:

Are you married? Single? Divorced? Widowed Separated? These 11,4c
sometimes listed on)y with initialsM like this: S Z." Sep. Cri

this case, you put a circle around the cott.e(.t

5. NOTIFY IN CASE' 0F EMERGENCY or NEXT iF KIN:

Name, address, and telephone number of .;omeona, jr,ur employer
can call in case you get hurt or sick :n the jo!L. This is
usually your husband, wife, or parent(s).

6. SPOUSE'S NAME:

Your spouse is your husband or wife.

7.- NUMBER OF DEPENDENTS:

This question means how many other people dlpe,d'on you to pay
for their support.

8. DISABILITIES or PHYSICAL OEFECTS:

Any handicap or physical problem doich might make it hard for
you to do certain kinds of work, such ei "tr-ck knee" or baJ
back.s,

41
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9. CITIZENSHIP STATUS:
/

U./S. citizen?
Resident alien? (from a foreign country but living here

permanently) Non - resident alien? (from a foreign country

but not yet living here permanently)

10. DATE NATURALIZED and NATURALIZATION NUMBER:

E,

The date you became a U. S. citizen if you were not born here,

and the; citizenship number you got when you became a citizen.

11. DRAFT CLASSIFICATION:

If you are over 18, whether you have been in service or not

you should have a classification number and a draft card.

12. EDUCATION:

All the schools you have gone to from elementary (grade school).

on. You should know the years you went to each school.

13. SUBJECT or COURSE:

The general kind of classes you took at each school.

14. EXTRACURRICULAR ACTIVITIES:

Things you took part in outside of classes at school.

15. GRADUATED:

If you graduated, give the date.

16. SPECIAL SKILLS:

This means something you are good at. For example, typing,
office machines, writing, driving a truck, speaking some

foreign language, operating special equipment.

17. HOBBIES:

Things you like to do in your spare time: Pool, sports,'dancing,,

guitar.

18. HAVE YOU EVER BEEN ARRESTED?

There are two important wor42 ds to know:
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18. Continued

1. Acquitted: Tried and found not guilty.
2. Convicted:' Tried and found guilty.

19. HAVE YOU EVER BEEN BONDED?

Many employers ask you to be bonded, particularly if
you are going to handl?. m,'ney. This means that the
bonding company gives insurance, in a way, that you are,
honest. If you have been bonded in the past, it is in
your favor. If you were not considered honest, the
bonding company would not have taken a chance on you.

20. PERSONAL REFERENCES:

If you looked up and wrote down the names, addresses,
and telephone numbers of three people who know you and
will speak well of you, now you compy these on the appli-
cation blank. This saves time. You don't have to 1pok
up these names'over and over again in the telephone book.

21. EMPLOYMENT RECORD:

All the jobs you have had. Be sure to put down part-
time jobs. Get this list together and write it down
ahead of time at home. Then,just copy it on the appli-
cation form. You lis't your last job first, then work
backwards from that. For each job, you will probably
be asked to give some of the following information:

1. From - To: Dates employed.
2. Kind of Business: What kind of company you worked for.
3. Job Title: Name of the job you had.
4. Duties: Usually there is not 'enough space to 14st

your duties on your last job. Just put down what you ,

did, and keep it as short as possible.
5. Salary, Start - End: What you earned when you began

the job and what you were earning' when you left the
job.

6. Reason for leaving: This is very important. Some-
times reasons are long and complicated, so try to
find a few words that sum up the situation, such as
"resigned," "laid off," "temporary job," or "family
situation." If you were fired you can say "asked to
leave" and then give a short reason. You can also
say "left with the agreement of the employer" if
that was the case.

22. COMPENSATION CLAIM:
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Did you ever get money for an injury you got on the

job?

23 GIVE DETAILS or GIVE PARTICULARS:

Tell what happened, where, when, why, and how.

24. POSITION DESIRED:

Type of work you are applying for.

25. SALARY DESIRED:

What you want to earn by the hour, by the week, by the

month. If you don't know what the job pays, it is best

to put down "Current rate, or "Going rate;

26. SOURCE OF REFERRAL:

'Who or what gave you the idea to apply for a job at this

place?

27. WHOM DO YOU KNOW IN OUR EMPLOY?

Do you know anyone else working in this company?

A
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SAMPLE APPLICATION BLANK

Print all information clearly

APPLICATION FOR EMPLOYMENT

Data

Name: Phone No.;

Address.

Last First Middle Maiden

Number Street City State Zip

How long at this address? Previous Address:

Sex: Marital Status:_ No. of Dependents: Spouse's Name:.

Date of girth; Height: Weight: Draft Status:

Social Security No.: Source of Referral:

Have you any disabilities? If so, specify:

Have you ever made a compenspil-f. Specify:

Notify in case of emergency:

Position Desired:

Name Address' Phone Number

Salary Desired:.

EDUCATION:

NAME OF SCHOOL DATES ATTENDED AVERAGE GRADUATED
Elementary

High

College

Other

COURSE

List any extracurricular activities.

EMPLOYMENT: List previous record (begin with current or most recent
FROM TO EMPLOYER KIND OF BUSINESS DUTIES SALARY, STA RT.END

REASON FOR
LEAVING
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- PERSONAL REFERENCES:

NAME ADDRESS' PliONE NO. OCCUPATION YEARS KNOWN

1.

2.

3.

General Information:

Have you ever been arrested? If so, indicate date, offense, pace.

Were you acquitted? Convicted?

Have you ever been bonded? Ever been refused bond?

List any special skills, hobbies, interests:

MILITARY RECORD:

Branch of Service Date of Induction.Separation Rank or Rate Service No Reserve Status

Type of work done in Service Type of discharge

Ya

Do you hake any service-connected disability? If yes, specify.

List names of people you know employed here:

Acquaintances = Relatives

1 certify that the information in this application is correct and complete to the best of my
knowledge and belief. I realize that misrepresentation of facts on this application will be
/
sufficient to cause rejection of this application or dismissal after employment.

v?.

Signature

46



Social Security

When you obtain your first job you will be required

to have a Social Security Number, This will be the most

important numberin your life. 'Other numbers such as
*

age, address, etc. may change, but your Social Security '

Ndmber will always remain the same and only you will

have that Specific.numbe!.

Social Security is a type of insurance. :It will

provide an income when you are unemployed. This. is

called unemployment compensation. When you are ready.

to retire (62 or 65 yearS old) you will receive an in-

comelfrom Social Security. If 'you don't live to reach

retirement age, your s,urvivors such ,as your children or

spouse will receive aq income.
:

These bene.its are made possible by a tax that is

taken'Nfrom a worker's sdlary and matched by the employer.

Start Planning Ahead Now by obtaining your Social Seeuri-
:,_

ty NUmber.

ASSIGNMENT:

Practice filling jn the copies- of application
for Socfal Security Number forms that are on the next
page. When you have filled, them out correctly, ask,
your school counselor for a form that you can fill out
-and send to the Social Security Administration Office
to receive your Social Security Numter.
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2
My Jot Study

Choose a job you think you would like to do
Fill out this blank about,the job.

"Job Name

I. Qualifications For The Job.

Age
Health
Appearance
Personality Qualities Needed

Education
Reading
Arithmetic

Legal Papers Needed
Work Permit
Birth Certificate
Social Security Card
Health Certificate

Previous Expel ience

IL Duties

III. Advantage of the Job

Disadvantages Pf the Job

IV. Where can I get more training for this job?

57 Signature
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THE INTERVIEW

The face to,face job interview is the reason it is

very importailt to look right, act right, and talk

right. Here are some things you might be asked in

the job interview:

I. Why do you want to work for our company?

2. What makes you think you can do the job for us? \

3. Is there anything you'd like to know about us

(our company or the job)?

4. What do you know about our company?

5. How far do you think t,his job can take you?

JThink about these questions. You should have answers

ready for all of 'them. Many of the things you've written

on your application blank may come up during this inter-

view also.

When you meet the person who will interview you, shake

hands firmly and say, "How do you do,'Mr u Speak

slowly. Look him in the eye. Sit down when he asks

you to, but not before. Don't smoke. Answer his questions

as simply and fairly as you can, If you think you need

to explain one)of your answers, do so.

Usually, the interviewer gets around to the subject of

wages. Try to get him to tell you how much the job pays

before you tell him how much you think it should pay, or

how much you want. Don't think only about how much
50

58



money you'll get in your pcy,hec!,

benefits, and about the chance tt,

j-ob.

Acie t irmIL
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OTHER 'WORDS TO KNOW

Guidance Counselor:

Follow-Up:

Fringe Benefits:

Automation:
(auto-may-shun)

Apprenticeship:
(a-pren-tiss-ship)

Equal Opportunity
Employer:

Provisional period:

Credit Union:

Garnishee:

A person who has special training
to help people find out about them-
selves. He may ask questions and
give many kinds of tests. He also
helps people choose the right kind
of job.

Actually checking out a job lead-
applying for a job after you find
out there is a job opening.

Extra things, like insurance, sick
leave, hospital insurance, and paid
vacations, that a worker gets on .a
job besides his paycheck.

The use of pushbutto_n_ma.chines_that
can do many, many everyday job:.

This is one way to learn a skill on
the job. He learns by working on
the job with people who are experts
at that trade.. Before he starts,
the begihner contracts, or promises
to work for a certain length of time
for the company that is training him.
While he is learning his trade, he
will also be paid. As he gets bet-
ter at it, he will get paid more.

One who has publicly promised to
keep civil rights laws and to offer
jobs to anyone who is qualified for
them, no matter what the person's
race, color, religion, or ,sex.

The first few weeks or months on a
new job when an employer is trying
out a new worker.

An organization of employees within
a company that operates.like a pri-
vate bank. It can make loans at
low interest rates.

A person or company to whom you owe
money can go to court and have your
paycheck held up. Some companies
fire'employees whose wages are gar-
nisheed.
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Where To Go----

Sources of Job Leads

Go to your local State Employment Office for facts about
job opportunities in your community.

Go to your relatives, friends, and neighbors for informa-
tion about possible jobs in the field you nave deciled
upon.

Go to your school counselor,

Go to the "want ads" in the newspapers and trade journals.

Go to your union Or your professional association for help.

Go to the classIfied telephf
the names of firms hiri
in touch with them.

:industrial directories for
kers in your field. Get

Go to nonprofit employment agencies, such as the 'Y'f",
Urban League, or Youth Employment Service.

53

61


